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1. Purpose

These procedures outline how Umina Beach Public School meets its obligations under the NSW
Department of Education Attendance Policy and the Education Act 1990, ensuring:

e Accurate and timely attendance records
e Consistent staff practice
e Earlyidentification and follow-up of attendance concerns

e (Clear accountability across teaching staff, administration and school leadership

2. Legislative and Policy Context

These procedures align with:

e NSW DoE Attendance Policy and Procedures
e Education Act 1990 (Compulsory Schooling)
e School Excellence Framework — Wellbeing and Management Practices

3. Roles and Responsibilities

3.1 All Teaching Staff (Permanent, Temporary and Casual)
All teachers are responsible for:

e Marking the class roll every day they teach

e Ensuringrolls are accurate and submitted by 9:30 am

e Recording unexplained absences correctly

e Notifying the school office of any attendance concerns or safety issues

e All teachers complete an informal check( e.g. head count) after break time



3.2 Casual Teachers

Casualteachers:

e Receive the Attendance Induction Quick Guide —Casual Teachers on arrival (see Appendix)
e Markrolls using Sentralfor all classes taught

e Submitrolls by 9:30 am

e Notify the office immediately if unable to access Sentral

A Casual Teacher Attendance Sign-Off may be completed and retained for compliance purposes.
3.3 School Administration Staff

Administration staff are responsible for:

e Issuing attendance guidance to casualteachers on arrival
e Monitoring roll completion prior to 9:30 am

e Following up incomplete or missing rolls immediately

e Managing parent/carer follow-up for unexplained absences

e Maintaining attendance compliance records

Administration staff follow the Office Checklist - Casual Teacher Arrival - Attendance. (See Appendix)
3.4 Executive and Leadership

Schoolleaders are responsible for:

e Ensuring staff are inducted into attendance requirements
e Monitoring roll-marking compliance
e Addressing repeated non-compliance through coaching or support

e Overseeing attendance data and intervention processes

4. Daily Attendance Procedures

4.1 Roll-Marking Timeframes

Rolls must be marked within the first 30 minutes of the school day
All rolls must be submitted by 9:30 am

This requirement applies to all teachers, including casual staff.



4.2 Attendance Recording System - Sentral

Teachers are required to:

e Loginto Sentral

e Navigate to Attendance > Class Rolls
e Select the correct class and session

e Mark each student accurately

e Saveand submittheroll by 9:30 am

5. Follow-Up of Absences

Teacher Responsibilities

e Accurately record unexplained absences

e Raiseemerging attendance concerns with stage supervisors or executive. Emerging attendance
concerns include repeated unexplained absences, frequent lateness, increasing absences over
time, or attendance patterns linked to disengagement.

Office Responsibilities

e Contact parents/carers regarding unexplained absences
e Record explanations and update attendance codes

e Escalate ongoing concerns according to DoE procedures

6. Induction and Training

6.1 Permanent and Temporary Staff

e Attendance requirements addressed during formalinduction

e Policy refreshers provided annually or as required
6.2 Casual Staff

e Issued with the Attendance Induction Quick Guide — Casual Teachers
e Attendance expectations reinforced verbally on arrival
e Optional sign-off retained for compliance records



7. Monitoring and Compliance

The school ensures compliance through:

e Daily monitoring of roll submission by administration

e Executive oversight of attendance data

e Follow-up where rolls areincomplete or late

e Record keeping for induction and sign-off documentation

8. Related Documents (Appendices)

e Daily Attendance Process — ata glance

e When should | escalate attendance? Teacher Prompt Card

e Attendance Induction Quick Guide — Casual Teachers (Umina Beach PS)
e CasualTeacher Attendance Sign-Off (Compliance Record)

e Office Checklist — Casual Teacher Arrival (Attendance)

9. Review

These procedures are reviewed:

e Annually
e When NSW DoE Attendance Policy is updated

Approved by: Principal, Umina Beach Public School
Implementation: Whole-school
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Appendix 1:Umina Beach Public School Daily Attendance
Process —at a glance (Aligned to NSW DoE Attendance Policy)

START OF DAY:

Teacher (Permanent/Temporary/Casual):

e  Mark the Roll:

e Loginto Sentral

e Go to Attendance - Class Rolls
e Select correct class/session

e Mark each student accurately
e  Submit class roll by 9.30 am

IF ROLL ISNOT SUBMITTED BY 9:30 AM:

School Administration:

e |dentify missing orincomplete roll

e Contact teacher immediately

e  Support roll completion orrecord attendance on
behalf of teacher

Executive (if required)

o Notified if roll remains outstanding

e  Provide support or follow-up as required

UNEXPLAINED ABSENCE IDENTIFIED:

Teacher:

e Record student as Absent (Unexplained) in Sentral

e [f the regular class teacher, notify executive of any
known attendance or safety concerns; determine
which staff member is best placed to make contact
with parents/carers re: absence patterns (e.g.,
class teacher, assistant principal, learning and
support team, AERT)

School Administration

e Ensure daily sentral attendance message systems
are accurately working

e Record explanation and update attendance code

e Escalate ongoing concerns to DP, if required

LATE ARRIVALS / EARLY DEPARTURES:

Student arrives late or leaves early:
e Office staff update attendance

CASUAL TEACHER ARRIVAL:

Office on Arrival:

e [ssue Attendance Induction Quick Guide - Casual
Teachers

e Reinforce 9:30 am roll submission requirement

e Confirm Sentral access or initiate backup process
(paper roll)

Casual Teacher:

e  Marks roll in Sentral

o Notifies office immediately if unable to access

system

ATTENDANCE CONCERNS / PATTERNS:

Regular Class Teacher:

e |dentifies emerging attendance concerns

e Raises concerns with stage supervisor or executive
Executive:

e Reviews attendance data

e Initiates attendance support or intervention

processes

KEY REMINDERS

e Attendance marking is a legal requirement
e Rolls must be submitted by 9:30 am
e All teachers share responsibility for attendance

e If unsure, contact the office immediately
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Appendix 2: Umina Beach Public School Attendance

Escalation process — Teacher prompt card (aigned to NSw DoE Attendance
Policy)

Escalate to your Stage Supervisor or Executive if you notice:

1: Emerging Attendance Patterns:
e Repeated unexplained absences (e.g. 1 day per week for several weeks)
e Absences occurring on the same day each week (e.g. Mondays/Fridays)
¢ Increasing absences compared to earlier in the term or year

2. Frequent Lateness or Partial Attendance:
e Student arrives late multiple times per week
e Regularly misses key learning sessions (e.g. literacy/numeracy)
e Frequent early departures or shortened school days

3. Attendance Linked to Engagement or Wellbeing:
e Absences linked to specific days, subjects or activities
e Avoidance of assessments, sport, excursions or group work
e Attendance concerns alongside:
o declining progress
o fatigue or disengagement
o increased emotional distress

4. Patterns Matter More Than Single Days:
e One absence = usually not a concern
e Patterns or changes over time = raise early

Your responsibility as a teacher:
e Mark attendance accurately in Sentral
e Note the pattern or concern
e Raise concerns with your stage supervisor or executive
e Continue monitoring
e Discuss with your supervisor the best placed staff member to make contact with parents/carers re:
absence patterns (e.g., class teacher, assistant principal, learning and support team, AERT)



Appendix 3: Umina Beach Public School Attendance Induction
Quick Guide for Casual Teachers (Aligned to NSW DoE Attendance Policy)

Purpose

This quick guide outlines your mandatory responsibilities for student attendance while working as a casual
teacher. Accurate attendance recording is a legal requirement under the NSW Department of Education
Attendance Policy and the Education Act 1990.

1. Your Core Attendance Responsibilities
As a casual teacher, you are required to:
e Marktheclass roll on every day you teach
e Ensure attendance records are accurate and completed on time
¢ Identify and record unexplained absences
e Seeksupportimmediately if you are unsure about procedures

Attendance is a shared responsibility and is critical for student safety, wellbeing and learning.

2. Daily Roll-Marking Expectations
When to Mark the Roll
¢ Rolls must be marked within the first 30 minutes of the school day and submitted by 9:30 am
e Thisisamandatory NSW DoE requirement and a school expectation
e Do not leave rolls incomplete
How to Mark the Roll (Sentral)
1. Loginto Sentral using your DoE credentials
2. Select Attendance > Class Rolls
3. Openthe correct class and session
4. Markeach student as:
o Present
o Absent (leave unexplained if no reason has been provided)
o Late (if applicable)

5. Save and submit the roll by 9:30 am



If you experience technicalissues or cannot access Sentral, notify the school office immediately so attendance
can be recorded on your behalf.

3. Accuracy Matters
You must:
e Use correct attendance codes
e Avoid assumptions about reasons for absence
e Update the rollif a student arrives late or returns from an appointment

Accurate data enables the school to meet its legal obligation to follow up absences promptly.

4. Attendance Follow-Up - What You Need to Do
You ARE required to:
e Markthe roll accurately and on time
e Inform the office or supervisor of:
o Unexplained absences
o Attendance concerns or patterns noticed during the day
o Any safety concerns related to attendance
You are NOT required to:
¢ Contact parents or carers
e Investigate reasons for absence

Attendance follow-up with families is managed by the school office and executive staff.

5. If You Are Unsure
If you are uncertain about any aspect of attendance:
e Contact the school office immediately
e Speakwith the stage supervisor or executive on duty

Itis always better to ask than to leave attendance incomplete.

6. Quick Checklist (Casual Teachers)

Before the end of the day, ensure:



U Roll marked for the class you taught

U Roll completed within required timeframe
0 Unexplained absences recorded correctly
[ Office notified of any issues or concerns

7. Casual Teacher Attendance Sign-Off (Compliance Record)

This page may be detached or retained as evidence that attendance requirements were communicated to casual
staff.

Attendance Induction Acknowledgement:

| acknowledge that | have receivedthe Attendance Induction Quick Guide for Casual Teachers and understand
my responsibilities under the NSW DoE Attendance Policy, including:

e Accurate and timely roll marking

e Use of Sentral for attendance recording

e Submission of rolls by 9:30 am

¢ Reporting unexplained absences to the school office

Name: School Use Only
[0 Guide issued to casual teacher
[1Attendance expectations explained

Date:
ate [0 Sentral access confirmed
. . Admin/ Executive Name:
Class (if applicable): ]
Signature:
Signature:
Date:

Aligned to: NSW DoE Attendance Policy
Storage: Retain with casual engagement or induction records
Review: Annually or when policy updates occur



Appendix 4: Umina Beach Public School Attendance
Office checklist — Casual Teacher Arrival (atignedto Nsw DoE

Attendance Policy)

This checklist supports consistent implementation of attendance requirements for casual staff.

On Arrival of Casual Teacher:

O Provide Attendance Induction Quick Guide - Casual Teachers

[1Verbally reinforce roll-marking requirement and 9:30 am submission deadline
[0 Confirm class/stage allocation and session coverage

(1 Confirm Sentral access (or advise backup process if access unavailable)

I ldentify key contact for attendance support (office / executive)

Before 9:30 am:

[0 Check that the class roll has been accessed in Sentral
I Follow up immediately if roll is incomplete or unsubmitted

End of Day (if applicable):

I Confirm roll accuracy for any late arrivals or early departures
1 Collect or file Casual Teacher Attendance Sign-Off (if used)

Record Keeping:

I File sign-off slip with casual engagement records
[ Note any attendance issues for executive follow-up

UBPS Attendance Attestation form 2026 —Fill out form




